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Ebtisam 
C/o 0505891826  
  Ebtisam.131437@2freemail.com 
Dubai – U.A.E.

CAREER OBJECTIVE
Seeking a suitable position in a professional organisation as a Personal Assistant to top management that will enable me to utilise my 18  years experience in Dubai of PA & Secretarial experience and relevant contacts.  

Educational Background   
1 Institute


:
Trading Institute, Secretarial Institute  

2 Major


:
Secretarial Science 

3 School


:   
Trading Institute, Secretarial Institute  
4 Training/Development 
: 
Diploma in Secretarial Science - Egypt Trading Institute Certificate. 

English Writing Skills - English Courses conducted by Australian Institute 

5
Language


:
Arabic English Speaking
Key Qualifications and Strengths  

· Diverse relevant professional background in multi-national & multi-cultural organisations & companies.  Well organized and professional with positive personality.  Has worked alongside a number of different nationalities and age groups.  Has handled PA responsibilities over the years, works well under pressure and meets tight deadlines. Effective and positive communication skills. Extremely flexible, a real team player, attention to detail, pro-active 'can do' approach, stress tolerance and have highly organized and capable of multi-tasking to meet deadlines.  Charm, immaculate presentation, confidence, and delightful telephone manners are all prerequisites for the varied role.
Competency/ Technical Skills 

· Have excellent communication skills and be extremely confident. Demonstrate a proactive approach with the ability to fully understand the nature of the business, products and clients. 

· Have the ability to work well under pressure, manage workload, conflicting priorities and deadlines effectively. 

· Be extremely flexible and willing to work additional hours and travel when required. 

· Thrive in a dynamic business where accuracy, hard work and flexibility are imperative. 

· Have the ability to work with various personality types. Have intermediate skills in MS Word, PowerPoint and Excel and advanced skills in Outlook 

· Be extremely organised, excellent attention to detail and follow-through and delivery.

· Have the ability to exercise appropriate judgment and discretion, especially when handling confidential information 

· Be trustworthy, honest and have integrity Professional Experience in summary.
Multinational experience: PERMANENT JOBS 

· Aurecon Group, Dubai – from 01st July 2012 up to 30th June 2015.

· Denton Wilde Sapte, Dubai – from 01st February 2006 to 31st October 2007

· EMI Music Arabia, Dubai - from 02nd February 2001 up-to 31st December 2005  

· BP Middle East, Dubai – from August 1995 up-to Sept. 2000   

· The Economic Department, Dubai – from  August 1993 up-to May 1994
· Standard Chartered Bank, Dubai – from 01st March 1990 up-to 31st July 1993 

· United Arab Shipping Company, Dubai from Nov 87 up-to Sept 89

Several ASSIGNMENTS: FREELANCE BASIS CONTRACTS
· Wavin Middle East, From February 14th 2016 up-to April 30th 2016 (Temp)
· American Academic of Cosmetics Surgery, From June 02nd 2012 up-to 30th June (Temp).

· SUN Engineering & Contracting, From01st January 2012 up-to May 30th, 2012.

· Commercial Bank of Dubai, From 01st October 2010 to 31th January 2011.

· Strategic Solutions – Dubai – 01st January 2009 to 30th Aprli 2010. 

· ADCB Macquarie – Abu Dhabi - from 22nd July to 28th August 2008.

· SAMA Dubai LLC, Dubai - from 03rd May 2005 up-to 31st January 2006 

· Cisco Systems, Dubai - from 14th December 2004 up-to 16th April 2005 

· Al Tamimi & Company, Dubai - from April 2000up-to 31st January 2002

Attachment

EMPLOYMENT  History

Aurecon Group 

· Job Title  : Receptionist Cum Document Controller

· Main Duties and Responsibilities:
1. To answer incoming calls in a polite, efficient and helpful manner, take information and relay it promptly and accurately, as appropriate. Ensuring Reception and the waiting area are tidy and newspapers are provided at all times.

2. To greet clients in a courteous and welcoming manner, retrieve the visitor pass, offer refreshments and inform Partner of client’s arrival.  Maintain an effective booking service for conference rooms.

3. Taking messages and ensuring their timely communication. Responding to and being prepared for all external requests, such as directions, maps etc.

4. Responsible for all incoming and outgoing documents, electronic mails and maintaining proper records. 

5. Maintain office files and original documents including general document control activities, project management support. Scanning of documents for storage as specified in Project Control Document Strategy, Keeping track and maintaining a system for formal transmittal.

6. Recording and transmitting all incoming and outgoing correspondence, drawings, specifications, receipt of documents.

7. Handling Drivers for all company staff related work, Vehicles Monthly Report & Salk Recharge.

8. Liaise with PRO regarding visiting consulates, Ministry of Foreign Affairs for attestation purpose from time to time. 

9. Management of personal Vehicles (scheduling services, repairs, selling/purchasing vehicles).

10. Maintain an up-to-date employee extension list, emergency contact list etc. Management of personal apartments (Rental Agreement, DEWA Services etc). 

11. Preparing weekly timesheets and expense reports. Liaising with clients, suppliers and other staff, communicating, and organizing with by administration-assistant-personal contacts.

12. Process invoices in liaison with the procurement and finance team ensuring compliance to procedures.

13.  Working with finance team in basic accounting duties such (Credit Cards Claim, Process and disperse final invoices).

14. Coordinating with HR for different staff requests, providing direct administrative support to the Management, maintaining contacts and calendars via Outlook.
Denton Wilde Spate–Dubai


· Job Title: Legal Secretary

· Main Duties and Responsibilities

1. Aassisting and supporting the senior Lawyers/ Partners and liaising between the Corporate Commercial Department and all other Business units within the company. Maintain the Time Sheets and entering, recording for lawyers using Carpe Diem program.

2. Creating and amending high volume of documents, correspondence and e-mails, using audio dictation and manuscripts, to a high degree of accuracy and often to tight deadlines; tracking changes in completed documents.

3. Preparation of client invoices as part of monthly billing, and dispatching same to clients.  Follow compliance procedures; ensure Case Management file is kept updated including preparation of client care letters.

4. Maintain client contact details for accuracy and ease of use on Interaction system.

5. Scheduling meetings; taking calls from clients in associates' absence; presenting a professional and courteous image to clients and other outside parties.

6. Liaising with members of other departments to follow up on queries from associates, e.g. travel arrangements, billing information, documents sent for translations, filing, etc. Arranging associates' travel and accommodation, preparing and sending LPOs, keeping a track of itineraries.

7. Entering associates' time on time entry system, preparing weekly time sheets and expense reports.

8. Providing general administrative assistance, scanning, photocopying, filling in expense forms, etc.

EMI Music Arabia
· Job Title: Personal Assistant – Marketing Manager

· Main Duties and Responsibilities
1. Undertaking day-to-day running of the office and the promotion of Marketing Department for the company Albums throughout the region.

2. Coordinating furniture, IT supports equipment and stationery requirements.

3. Acting as first contact in dealing with queries and correspondences.

4. Setting up meetings, schedules and organizing programmes for official business trips in coordination with the boss, members of client relationship department and foreign bodies, including making prior arrangements, organizing events, agenda, registering, typing and prepare minutes of meetings.

5. Undertake hotel and ticket bookings in addition to supervising travel destinations for the boss and client relationship staff when they travel abroad on official business trips.

6. Coordinating the establishment of new offices in the region.

7. Organizing and delivering marketing campaigns, advertisements, promotional of new Albums.

8. In-charge about regular liaison with our store in Jebel Ali, and co-ordinating of events, maintenance of office facilities, leasing premises for our new office, also arranging for document storage and archiving as well as being back up. 

9. Providing and supporting services to key staff members.

BP Middle East, Dubai

· Job Title: Secretary to the Administration & Personnel Manager  

· Main Duties and Responsibilities

1. Assist HR Services team on a daily basis by providing administrative, clerical support and covering the front desk duties for the company.  During peak periods was required to assist team members to achieve specific deadlines.

2. Accurately prepares and maintains employee personal files including filing. Assists in the preparation of new hire orientation materials, undertake a range of HR functions and services – recruitment, have helped in HR recruitments from advertising and screening CVs, arriving at shortlists, arranging interviews, to induction.  Liaise with the recruitment process; issuing employment contracts; employee relations; coordination of non-technical training. 
3. Administration of medical and insurance schemes, paper work and participates as a member of the HR Team in orientation.

4. Managing office petty cash and record keeping of the department and reconciliation.  
5. Prepares letters, forms and other documents to government ministers and organizations, consulates, embassies, banks, police departments.
6. Ensure timely and error-free travel & accommodation arrangements for all staff travelling on business visits, visiting customers and company's visitors.  Coordinate relocation and travel for candidates and newly hired employees.  
7. Proactively ensure booking of Board / Training Rooms for various meetings along with business lunches, as and when required. 
8. Administer and coordinate requests for tickets and travel arrangements. 

The Economic Department, Dubai

· Job Title: Secretary in the Inspection & Control Section

· Main Duties and Responsibilities

1. Performed general secretarial duties, prepares letters, forms and other documents.

2. Responsible for delivering top-quality organisational, administrative and office management services.
3. Respond to all correspondence and queries within established guidelines and in a timely manner.
4. Responsible for supervising Management diaries, providing pro-active support to track actions and deadlines, manage documents and filter calls, using own judgment to redirect action items and queries.
5. Administer and coordinate requests for tickets and travel arrangements. 

Standard Chartered Bank, Dubai

· Job Title: Secretary to the Consumer Finance Division Manager 

· Main Duties and Responsibilities

1. General administrative tasks, including typing Arabic letters for the traffic department’s release forms and English letters for the insurance companies for cancellation and transfer the policies, answering the telephone and dealing with other communications as appropriate.  

2. Responsible for providing support to the relationship management teams to deliver quality service to premier customers.  Ensuring that a superior level of service is provided to all customers.

3. Responsible for the day-to-day processing of Department deals for every customer, also maintaining the foreign exchange rate in the system, and settlement of all car loan deals on a daily basis.

4. Organize meeting and travel schedules for executives, managing stationery requirements for the department, and other office supplies. 

United Arab Shipping Company, Dubai

· Job Title : Receptionist-Cum Telephone Operator 

· Main Duties and Responsibilities

1. Handling the Reception Area, responsible for maintaining appearance of the reception area.  Provision of general secretarial support, as required. Resolve telephone inquiries from internal departments in an efficient and professional manner. 

2.
Answering all local and overseas calls coming into the office, greeting office visitors and directing them to meeting rooms / Executives.  
Wavin Middle East

· Job Title: Office Manager ( Temp.)

· Main Duties and Responsibilities:

1. Attend all telephone calls and transfer to respective extensions phones. And take down telephone,  Ordering and monitoring office supplies

2. Maintain the good appearance of the office (necessary repairs, repainting, and cleaning service), Supervise the ordinary and extraordinary maintenance of the office machinery and systems such as heating, cooling, light.
3. Handle suppliers office equipment suppliers (contracts, quotes, orders for Business Cards and Stationery, etc.).  Check and authorize bills to be sent to accounting; take care of the necessary approvals; assign charge numbers. 
4. Preparing and processing expense Claim of the Managing Director, submit reports and invoices to the finance department for payment process.
5. Primary responsibility will be liaise with clients and staff to assist with the requirements needs by the Team consultants preparing documentations and submit to UAE government for attestation and to be legalized. Provide secretarial and administrative support to Managing Director and staff as required.
6. Manage all service contracts and product suppliers to the firm, including - DEWA (water & electricity), Du (Internet), IT and Web service providers, furniture providers.

7. Organizing events, conferences, team nights out and other events as they arise from time to time. The office manager will be responsible for all organizational aspects and managing the events on site. However support, if required, can be extended from other members of the firm.

American Academic of Cosmetics Surgery                                                                                                                                                                                                                                                          

· Job Title: Receptionist/ Patient Administrator ( Temp.)

· Main Duties and Responsibilities:

1. Answers incoming telephone calls, determines purpose of calls, and forward calls to appropriate personnel or department.

2. Greets patients and guests in the Reception counter and assists them according to the needs i.e. refer to service area as requested.

3. Register patient data in the computer and open files for new patients on the basis of information provided in the Patient Information form, including personal and financial information. Issues PIN card for new or old patients, as required.
4. Gather information from patients upon patients' arrival by having them fill out forms. In addition to scheduling clients for upcoming doctor visits.

5. Communicate with patients regarding inquiries and complaints and ensure patient satisfaction. Generates timely and accurate bills, receipts and refunds. Checks for limits, if any, for corporate clients and also for covered/ uncovered treatments.

6. Facilitate patient flow by notifying the provider of patients' arrival, being aware of delays, and communicating with patients and clinical staff.

SUN Engineering & Contracting                                                                                                                                                                                          

· Job Title: Executive Assistant ( Temp.)

· Main Duties and Responsibilities:
1. Provide administrative, secretarial and personal assistance to the Managing Director which includes scheduling appointments, travel arrangements, diary management, attending board meetings etc.

2. Interface with other parties and ensure all Management communications are distributed effectively.

3. Take dictations where required, management of messages, making calls internally and externally on behalf of the Management and prepare minutes of meetings.
4. Manage and control of inbound and outbound documentations to and from the company.
5. Preparation of different kind of reports for internal and external needs.  Initiate routine correspondence (memo, circular, reminder etc.).

6. Maintain efficient filing system and documentation (hard copies & electronic).
7.
Ensure confidentiality on all import communication, documentation and all other information from the Office of the Chairman/ Director. 
Commercial Bank of Dubai                                                                                                                                                                                     

· Job Title: Branch Coordinator (Temp.) 

· Main Duties and Responsibilities:
1. Preparing all type of letters, Memos (Liability, No Liability, Balance, Mortgage/Police letters, Police reply letters, Economic Department letters, Term Loan Agreements).

2. Attending the telephone inquiries from customer and internal departments in an efficient and professional manner. Sending the weekly day off updates and late attendance report to HR and Retail banking – monthly basis. Sending Weekly Lead Teller Schedule to IT department – monthly basis.

3. Taking care of all branch IT problems, and report it to IT through remedy. Coordinating with HR for different staff requests- Preparing all leave application forms, leave return acknowledgments, staff loans, passport release and return, loan installment postponement, issue salary certificate, issue liability letters, and all issues related to the branch staff.

4. Coordinating with HR for different staff requests and prepare MOM Minutes of Meeting.

5. Receiving Letters addressed to Manager/Credit Dept. from Customers when they come to branch/other.

6. Training Department: monthly training nominations, waiting for the conformations to remind the concerned staff, and reply the Training Effectiveness form and Post Training Evaluation Form.

Strategic Solutions

· Job Title  : Administration Coordinator

· Main Duties and Responsibilities:
1. Assist HR Services team on a daily basis by providing administrative, clerical support.

2. Coordinate and support the administrative function to ensure the smooth running of the department and overseeing the paperwork trail between technical and other departments within the organization. 

3. In addition, the role assists with various personnel’s technical documentation preparation, including reports, general correspondence, contracts and other general communication. 

4. Coordination for meetings, conferences and events together with all travel arrangements for the department is also part of the remit.  Ensure effective function of administration and services for the client’s office.

5. Supporting the sales team to ensure that members are able to access their accounts.

ADCB Macquarie – Abu Dhabi                                                                

· Job Title: Executive Assistant – Corporate Finance (Temp.)

· Main Duties and Responsibilities

1. Dairy Management – Liaise with internal and external parties to schedule appointments and meetings for a team of executives.  Book meeting rooms and arrange appropriate equipment or catering for meetings.

2. Travel Management – Arrange domestic and international travel, including visa requirements, flights, accommodation and car hire; produce travel itineraries. Reconciliation of cash and processing of expense claims on completion of trip.

3. Maintain executive's travel information with MBL Travel. Ensure electric files are correctly saved and coded in manage.

4. Pro-actively assist in managing executive's workspace to ensure work area is kept clear and tidy.

5. CRM – working on CRM application and ensure incoming telephone calls are answered promptly. 
SAMA Dubai
· Job Title: PA To the Legal Counsel (Temporary role)
· Main Duties and Responsibilities
1. Supporting the Legal Counsel for Sama Dubai, liaising between the Legal Counsel and all other Business units within the company. Prioritising own workload to ensure efficient workflow, using email and fax machines to send reports. 

2. Typing of all legal contracts and agreements using track changes and handling all general correspondence in the department.  Coordinating meetings and conference calls, calendar coordination Expense reports, preparing presentation packages for the Legal Counsel.  

3. Tracking consultant proposals, coding invoices coordinating and tracking of invoices with the finance departments and general administrative duties, preparing Travel Business request forms and preparing payment requests.   

Cisco Systems
· Job Title : Secretary cum Receptionist (Temporary role)

· Main Duties and Responsibilities
1. Handling the Reception Area, acting as first contact in dealing with queries and correspondences, responsible for maintaining appearance of the reception area.  Answering all local and overseas calls coming into the office.
2. Provision of general secretarial support, as required. Resolve telephone inquiries from internal departments in an efficient and professional manner. Managing office petty cash and record keeping.

3. Client billing and collection in timely manner; maintaining client database, greeting office visitors.  
4. Coordination of flights and accommodation booking for the group personnel through travel agent. Logging of incoming and outward post, courier packs, and distribution to intended recipients.  Review and approval of courier invoices prior to payment.

5. Corporate Meetings & Events Responsible for all external relations, communication and vendor sourcing related to events and meetings. 
6. Prepare and/or follow-up on issuance of Hotels offers & contracts.  Manage all the logistics of the Event / Meeting participants, including visas, accommodation, transportation etc.
Al Tamimi & Company, Dubai

· Job Title: Legal Secretary (Temporary role)

· Main Duties and Responsibilities

1. Secretarial support to Partners and associates.  Coordinating Partner and fee earner's dairies and meetings and travel requirements.

2. Competent with document production, creating, amending, saving etc.  Meeting client's in reception and offering support in fee earner's absence and over phone.

3. General administrative support in the office including filing and archiving.  Covering reception and attending evening work functions as and when required.
4. Production of letters and legal documents such as wills contracts and court papers.  Working from notes and digital dictation. Answering telephone calls in a professional manner.

5. Dealing with enquiries from clients via email, fax and letter.  Using a diary management system and making appointments.

6. Keeping records of costs and controlling petty cash.

Citibank, Dubai
· Job Title: Secretary to the Government Relation Department (Temporary) 

· Main Duties and Responsibilities

1. Assist the Government Relations Manager in daily activities, handle all staff queries, immigration /labour related issues. 

2. Receive documents/details from staff, prepare required forms and hand over to government Relations Manager for approval, residence/employment visa applications/cancellations whenever required for staff members.

3.  Maintain update expiry date record for all staff documents, supervise residence visas/work permit paperwork, prepare documents and assist staff in obtaining family/servants residence visas, liquor licenses, passports, driving licenses, car registration, all activities related to visitors/staff's family and relatives coming on transit/ visit visas.

4. Maintain petty cash accounts book, weekly reports, prepare expenses reports, all photocopy of passports, visa work permits, visas for staff travelling outside, filing, all translation related to the Department, salary certificates for staff to the various government departments/embassies, type guarantees for the bank.

Ittihad Private School, Dubai

· Job Title: Executive Secretary   

· Main Duties and Responsibilities

1. Create and maintain student files, assisting the school Headmaster in day-to-day operations.

2. Maintain attendance records of teachers and students.

3. Draft correspondences for parents, schools and organizations.

4. Distribute monthly statements to parents and collect on accounts.

5. Schedule consultations between the parents and teacher.

